Initiating a Performance Plan September 12, 2006

LOGGING ON AS A RATING OFFICIAL -
INITIATING A PERFORMANCE PLAN

Text Captions

Logging on as a rating official and initiating a performance plan.
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Initiating a Performance Plan

September 12, 2006

OFFICIAL U.S. GOVERNMENT SYSTEM FOR AUTHORIZED USE ONLY
# % 2 WARNING * * # WARNING * * # WARNING * * # WARNING # * #
Unauthorized access to this US Government computer system and software is prohibited by Title 18, US Code,
Section 1030, "Fraud and Related Activity in connection with Computers.” Unauthorized use is a felony, which is
punishable by a 310,000 fine and up to ten years in jail. Do not discuss, enter, transfer, process, of transmit data of

menitoring.

greater sensitivity than sensitive-unclassified. Using this system constitutes consent to security testing and

Privacy Act Statement

Authorities: 5 USC 301, Department Regulations; Title 3, USC Chapters 11, 13, 20, 31, 33, 41, 43, 31, 53, 55, 61,
63, 72, 73, 83, and 99; and Executive Order 9397,

Purposes: * To aothenticate the identity of individuals seeking access to their personnel data for purposes of

ensuring that only autherized persons may process applications and view data pertaining to them.
* To permit authorized individuals to view their data for purpose of verifying its accuracy and to
update the data when it is not current or is inaccurate.
* To andit user access to ensure that access is only granted to users that are anthorized access to the
information.

Routine Uses: To a Federal, state, or local agency, as necessary and when the intended disclosure is for a purpose
compatible with the purpose for which the information was collected. on personnel and related matters
involving the individual about whem the information pertains.

Disclosure:  Voluntary. Failurs to provide the requestad information will result in a delay or termination of your
request. If your request is terminated, you will not be abla to view and verify your data and you will
not be able to update your data via this website.

N e/
User Name || |
ORACLE Password| |
E-BUSINESS SUITE S EnoREL

Forgot vour password?

Text Captions

For the purpose of this demonstration, first we will log on as a rating official. Luke Maggelon is a
supervisor for the Engineering Systems Management Office. He supervises five employees.

To begin, Luke logs on to My Workplace at a URL provided by his Component. He enters his user

name and password.
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OFFICIAL U.5. GOVERNMENT SYSTEM FOR AUTHORIZED USE ONLY
# % # WARNING * * * WARNING * * # WARNING * # * WARNING *# * #
Unauthorized access to this US Government computer system and software is prohibited by Title 18, US Code,
Section 1030, "Fraud and Related Activity in connection with Computers.” Unauthorized use is a felony, which is
punishable by a 310,000 fine and up to ten years in jail. Do not discuss, enter, transfer, process, of transmit data of
greater sensitivity than sensitive-unclassified. Using this system constitutes consent to security testing and
menitoring.

Privacy Act Statement

Authorities: 5 USC 301, Department Regulations; Title 3, USC Chapters 11, 13, 20, 31, 33, 41, 43, 31, 53, 55, 61,
63, 72, 73, 83, and 99; and Executive Order 9397,
Purposes: * To aothenticate the identity of individuals seeking access to their personnel data for purposes of

ensuring that only autherized persons may process applications and view data pertaining to them.
* To permit authorized individuals to view their data for purpose of verifying its accuracy and to
update the data when it is not current or is inaccurate.

* To andit user access to ensure that access is only granted to users that are anthorized access to the
information.

Routine Uses: To a Federal, state, or local agency, as necessary and when the intended disclosure is for a purpose
compatible with the purpose for which the information was collected. on personnel and related matters
involving the individual about whem the information pertains.

Disclosure:  Voluntary. Failurs to provide the requestad information will result in a delay or termination of your
request. If your request is terminated, you will not be abla to view and verify your data and you will
not be able to update your data via this website.

N e/

User Name |MAGGELONL |

ORACLE. Password .| |

E-BUSINESS SUITE Connect |
Forgot vour password?

Text Captions

To begin, Luke logs on to My Workplace at a URL provided by his Component. He enters his user

name and password.
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OFFICIAL U.S. GOVERNMENT SYSTEM FOR AUTHORIZED USE ONLY
# % 2 WARNING * * # WARNING * * # WARNING * * # WARNING # * #

Unauthorized access to this US Government computer system and software is prohibited by Title 18, US Code,
Section 1030, "Fraud and Related Activity in connection with Computers.” Unanthorized use is a felony, which is
punishable by a 510,000 fine and up to ten years in jail. Do not discuss, enter, transfer, process, or transmit data of
greater sensitivity than sensitive-unclassified. Using this system constitutes consent to sacurity testing and
metitoring.
Privacy Act Statement

Authorities: 5 USC 301, Department Regulations; Title 5, USC Chapters 11, 13,29, 31, 33, 41, 43, 51, 53, 33, 61,
63, 72, 73, 83, and 99; and Executive Order 9397,
Purposes: *® To avthenticate the identity of individuals seeking access to their personnel data for purposes of

ensuring that enly authorized persons may process applications and view data pertaining to them.
* To permit authorized individuals to view their data for purpose of verifying its accuracy and to
update the data when it is not current or is inaccurate.

*® To avdit user access to ensure that access is only granted to users that are authorized access to the
information.

Routine Uses: To a Federal, state, or local agency, as necessary and when the intended disclosure is for a purpose
compatible with the purpose for which the information was collected. on persennel and related matters
involving the individual about whom the information pertains.

Disclosure:  Voluntary. Failure to provide the requested information will result in a delay or termination of your
request. If your request is terminated, you will not be able to view and verify vour data and you will
not be able to update your data via this website.

N A

User Name |MAGGELONL |

ORACLE" Password |""""""" /"da_ |

E-BUSINESS SUITE ﬂ’f&ﬂ/
Forgot vour passwor

Text Captions

He then selects Connect.
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Department of Defense

Home Logout Preferences Help

Navigator

[ My Biz
3 My Wurkp%

Copyright 2000-2004 Oracle

Pleaze select a respoensibility.

Home | Logout | Preferences | Help

rporation. Al rights reserved.

Favorites

| Edit Favorites
CPMS does not maintain Federal Long Term Care

Insurance and Flexible Spending Account Programs.

™ TSP Homepage

™ OPM Homepage

B MyPay

™ USA Jobs

™ OPM Health Benefits Homepage

™ OPM Life Insurance Homepage

[ OPM Retirement Homepage

™ Self Sewvice Information

™ Federal Long Term Care Insurance Program
™ Flexible Spending Account

Oracle Privacy Statement

Text Captions

He selects My Workplace, then NSPS Appraisals (My Workplace).
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Department of Defense

Home Logout Prefersnces Help

Navigator

E] My Employes ‘..nrmation

Home | Logout | Preferences | Help

Copyright 2000-2004 Oracle Corporation. All rights reserved.

Favorites

| Edit Fawarites
CPMS does not maintain Federal Long Term Care

Insurance and Flexible Spending Account Pragrams.

™ TSP Homepage

™ OPM Homepage

i MyPay

™ USA Jabs

[ OPM Health Benefits Homepage

™ OPM Life Insurance Homepage

™ OPM Retirement Homepage

[ Self Sewvice Infarmation

™ Federal Long Term Care Insurance Program
™ Flexible Spending Account

Oracle Privacy Statement

Text Captions

He selects My Workplace, then NSPS Appraisals (My Workplace).
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Department of Defense Heme Laiews fifererces dei

Performance Appraisal Application

Motifications ) Appraisals
Rating Official

Performance Management As Rating Official

[ wiew All Appraisals By Emnployes |

Plans/Appraisals in Progress

Create | Performance Plan v | _Go )

Initiator |Employee |Appraisal Effective Date Status Participation Status | Details Appraise Delete Print
Maggelon, Luke Zeigler, Adam 01-Jan-2008 Transferred Open j’ M &

Completed Plans/Appraisals
Please enter your search criteria and select the "Go” button to see the result. Mote that the search is case insensitive.
Employee |
Last Name, Title First Name
Appraisal Effective Date I:I

(example: 19-4ug-2006)

B

Appraisal Type | hd |
[ [Go | [ Clear )
Employee Appraisal Effective Date Rating Cycle Start Date Rating Cycle End Date Appraisal Type Details Delete

Mo data exists.

[ wiew All Appraisals By Employes )

MNotifications | Appraisals | Home | Logout | Preferences | Help

Copyright 2000-2004 Oracle Corporation. All rights reserved. Oracle Privacy Statement

Text Captions

From here, Luke is directed to the Rating Official - Performance Management as Rating Official page.

Let's take a moment to review the icons that he, and you, will need to become familiar with to complete
a performance plan.
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Department of Defense

¥ Performance Appraisal Application

Rating Official

Performance Management As Rating Official

Home Logout Preferences Help

Motifications | Appraisals

[ wiew All Appraisals By Emnployes |

Plans/Appraisals in Progress k

Initiator Appraisal Effective Date

Maggelon, Luke Zeigler, Adam 01-Jan-2008

Highlight Bo
)

LTk Participation Status
Transferred

Open

Create | Performance Plan v | _Go )

Delete __Prip

Details  Appraise

Completed Plans/Appraisals
Please enter your search criteria and select the "Go" button to see the rﬂte that the search is case insensitive.

Employee |

Last Name, Title First ja

Appraisal Effective Date Highlight Bo
(955 x 216)

(example: 19-4ug-200%8)
vl (39, 2600

Appraisal Type |
[ [Go | [ Clear )

Employee Appraisal Effective Date Rating Cycle Start Date Rating Cycle End Date Appraisal Type Details Delete
No data exists.

[ wiew All Appraisals By Employes )

MNotifications | Appraisals | Home | Logout | Preferences | Help
Copyright 2000-2004 Oracle Corporation. All rights reserved.

Oracle Privacy Statement

Text Captions

Selecting the Find icon opens a Find window, allowing you to search for information.
Selecting the Details icon displays read-only information.
Selecting the Print icon prints the current information.

Selecting the Pencil icon in the inactive state does not allow you to update information. This usually
implies that you do not have ownership of the appraisal. The ownership concept is covered later in this
lesson.

Selecting the Pencil icon in the active state allows you to update information. This usually implies that
you have ownership of the appraisal.

Selecting the Delete icon in the inactive state does not allow you to delete information. Selecting the
Delete icon in the active state allows you to delete information.

Selecting the Calendar icon displays a thumbnail of a calendar, allowing you to select a date. This is
associated with date fields only.
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Okay, now that you are familiar with the icons, let’'s take a look at what is on this page. There are two
areas for you to note:

One area is Plans/Appraisals in Progress that contains active appraisals created by the rating official.

The second area is Completed Plans/Appraisals that contains appraisals that have gone through the
entire appraisal process.
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Department of Defense

Performance Appraisal Application

Rating Official

Performance Management As Rating Official

Home Logout Preferences Help

Motifications ) Appraisals

[ wiew All Appraisals By Emplayee )

Plans/Appraisals in Progress

Initiator |Employee |Appraisal Effective Date Status Participation Status

==

Create | Performance Plan VE

IDetaiIs Appraise  Delete Priy

Maggelon, Luke Zeigler, Adam 01-Jan-2008 Transferred Open

Completed Plans/Appraisals

Employee |
Last Name, Title First Name
Appraisal Effective Date I:I

(example: 19-4ug-2008)

Mo data exists.

MNotifications | Appraisals | Home | Logout | Preferences | Help
Copyright 2000-2004 Oracle Corporation. All rights reserved.

Please enter your search criteria and select the "Go” button to see the result. Mote that the search is case insensitive.

Appraisal Type | hd |
([Go ) [ Clear )
Employee Appraisal Effective Date Rating Cycle Start Date Rating Cycle End Date

Yz T S

Appraisal Type Details Delete

(Wiew All Appraisals By Emplaoyee

Oracle Privacy Statement

Text Captions

To get started, Luke selects Create Performance Plan.
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Department of Defense

Performance Appraisal Application Home Logout Preferences

Appraisals: Rating Official >
Create Performance Plan: Employees in Hierarchy

Focughlame Occupational Code Position Organization Action Details
E Luke Maggelon

Aaron Hollis  0801.Engineering (NSPS) 10000.GEMERAL CIVILIAN PERSCNMEL MANAGEMENT s
ENGINEER.73210.DD48 APPR SERVICE DD48H50000 01 —

Adam Zeigler 0343.Management and Program 10003.PROGRAM CIVILIAN PERSONMEL MANAGEMENT "
Analyst (NSPS) ANALYST.73215.DD48 APPR SERVICE DD48H50000 01 —

Cynthia 0301 _Engineering (NSPS) 10002.GEMERAL CIVILIAN PERSONNEL MAMAGEMENT Y &)
Amaya ENGINEER.73212. DD48 APPR SERVICE DD48H50000 01 —
James 0801 _Engineering (NSPS) 10001.GEMERAL CIVILIAN PERSONMNEL MANAGEMENT . &)
Faunteroy ENGINEER.73211.DD48 APPR SERVICE DD48H50000 01 —
Whitley West 0343.Management and Program 10004 PROGRAM CIVILIAM PERSCONMEL MANAGEMENT "
Analyst (NSPS) ANALYST. 73216 DD48 APPR SERVICE DD48H50000 01 —

Return to NSPS Appraisals (My Workplace)

Home | Logout | Preferences
Copyright 2000-2004 Oracle Corporation. All rights reserved. Oracle Privacy Statement

Text Captions

On this page, the rating hierarchy is displayed. As the rating official, Luke's name is listed at the top.
Below his name are the employees he is responsible for rating.

Selecting the Branch node icon displays a specific branch or level in the organizational hierarchy for an
employee.

Luke will establish a plan for Aaron Hollis by selecting the Action icon.
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~
Department of Defense
Performance Appraisal Application Home Logout Prefersnces Help
ICreate Performance Plan: Setup Details
(Cancel ) ( Save and Continue ) ( Transferto Employee | Step 1 of 3 [Mext )
Employee Mame Aaron Hollis o Organization CIVILIAN PERSONNEL
Highlight Box MANAGEMENT SERVICE DD
{996 x 287)
(%:1; ¥:78) 0
Position 10000.GENERAL Location Rosslyn, US
ENGINEER.73210.DD48.APPR
Occupational Code 0801.Engineering (NSPS) Pay Plan/Pay Band YD-02
Employee Mumber 36646
Work Schedule Full-Time Assignment Status Active Appointment
Pay Pool ID
SEELIP Detais
Current Base Salary 81190
Minimum Pay Band Level 38175
Maximum Pay Band Level 85578
You cannot change the appraisal template or the assignment after clicking Next. You can save your work at any stage using the Save and Continue icon to continue
work on the appraisal.
= |ndicates required field
= Appraisal Type | Annual Appraisal - NSPS A
* Rating Cycle Start Date |01-Oct-2005
(example: 19-Aug-2006) ~
* Rating Cycle End Date |30-Sep-2006

Text Captions

The first thing you may notice on the Create Performance Plan - Set Up Details page is that a
navigation bar is introduced at the top of the screen.

The navigation bar indicates where you are in the process. The process differs for rating officials and
employees. For rating officials, it includes three steps: Setup Details, Overview, and Review.

Rating officials are responsible for completing these steps when creating performance plans.

During step 1, Setup Details, the appraisal type, dates, and rating official are established. During step 2,
Overview, information may be updated. During step 3, Review, information that was updated and saved
is reviewed.

Note: you should make it a habit to use the Review screen to verify that all information is correct for a
given employee.

The Set-up Details page provides the information you need as a rating official to develop an effective
performance plan. The page is divided into two sections:
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The top section provides details about the employee, including his or her occupation, pay schedule, and
pay band.
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Position

Occupational Code
Employee Mumber

Work Schedule
Pay Pool ID

EMpIoYEs Mame  Aarom Hols

10000.GENERAL
ENGINEER.73210.DD48.APPR
0801.Engineering (NSP5)
36646

Full-Time

UTHEnTZamon

Location

Pay Plan/Pay Band

Assignment Status

CIVICTAN PERSUNNEL
MANAGEMENT SERVICE DD48H50000
01

Rosslyn, US

YD-02

Active Appointment

£

Setup Details

Current Base

wark on the appraisal.
* |ndicates required field

*

Salary 81190

Minimum Pay Band Level 38175
Maxirmum Pay Band Level 85578
You cannot change the appraisal template or the assignment after clicking Mext. You can save your work at any stage using the Save and Continue icon to continue

= Appraisal Type | Annual Appraisal - NSP3S hd

* Rating Cycle Start Date |01-Oct-2006

(example: Is--'_-.lr_ﬁg-'zlﬁ £) =

Rating Cycle End Date | 30-Sep-2007(1014
e o ST

EM

Performa

nce Plan Apprighidbiabe::

(2 L ey oy

Performance Plan End Date  |30-Sep-2007

(example: 19-Aug-2006)

= Appraisal Effective Date |01-Jan-2008 Fﬁq

* Rating Official |Maggelomighlid® Box

= Performance Indicators
Professional/Analytic Band 2 &

Text Captions

The second section provides information about the appraisal cycle.

The system is designed so that the dates auto-populate for the appraisal period. If necessary, you can

manually change them.

The Performance Plan Approval Date field remains blank until the plan receives a second-level review

and is approved.

The rating official field is also auto-populated, but can be manually changed.
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Employee Mumber 36646

Work Schedule  Full-Time Assignment Status Active Appointment
Pay Pool ID

Setup Details

Current Base Salary 81190
Minimum Pay Band Level 38175
Maximum Pay Band Level 85578
You cannot change the appraisal template or the assignment after clicking Next. You can save your work at any stage using the Save and Continue icon to continue
work on the appraisal.
= |ndicates required field
* Appraisal Type | Annual Appraisal - NSPS A
= Rating Cycle Start Date |01-Oct-2006
(example: 19-4ug-2006)
= Rating Cycle End Date |30-Sep-2007
(example: 18-Aug-2005)
Performance Plan Approval Date
(example: 19-Aug-2008)
Performance Plan End Date |30-Sep-2007
(example: 19-Aug-2006)

= Appraisal Effective Date |01-Jan-2008
= Rating Official |Maggelon, Luke J

* Performance Indicators
Professional/Analytic Band 2 &

((Cancel ) ( Sawe and Continue | ( Transferto Employee ) Step 1 of 3 ﬂk
Home | Logout | Preferences | Help

Copyright 2000-2004 Oracle Corporation. All rights reserved. Oracle Privacy Statement

Text Captions

When the information has been completed, select Next to advance to step 2 — the Overview page.
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Department of Defense

¥ Performance Appraisal Application

Home Logout Preferences

Setup Details ~ Owverview  Review

Ui(ﬁ%%%X VHEB*_ﬂht BD)X v Otlighlioht Bexg and H?QM‘L‘EW
coomsey N otmm AT (i35 m s NN DU (X:?% ............
Create Performance Plan: Overview

wgﬁtmtsbgll Saveigghtentinue J b TransferkgHEeuxd oves )| | Back | Hiobliott 662 M

Employee Mame Aaron Hollis CIVILIAN PERSONNEL

MANAGEMENT SERVICE DD48H50000

Organization

Employee Mumber

Work Schedule

36646

Full-Time

Assignment Status

01
Position 10000.GENERAL Location Rosslyn, US
ENGINEER.73210.DD48.APPR
Occupational Code 0801.Engineering (NSPS) Pay Plan/Pay Band YD-02

Active Appointment

Pay Pool ID

Placement in Pay Band
Current Base Salary 81190

Minimum Pay Band Level 38175
Maximum Pay Band Level 85578

Setup Details A Return to Topg]

Initiator Maggelon, Luke Highlight Box Rating Official Maggelon, Luke
Appraisal Type Annual Appraisal - NSPS ((3:9; if}%g)) Performance Plan Approval Date
Rating Cycle Start Date  01-Oct-2006 ’
Rating Cycle End Date  30-5ep-2007

Text Captions

Take a look at the top of the page. Notice that there are links to the following:
Set up Details — By selecting this link you go back to step 1.

Relevant Organizational Mission/Strategic Goals - By selecting this link you can enter your
organization’s mission and strategic goals for the appraisal period.

Job objectives must align with organizational goals, so it is helpful to complete this section first. If you
are unfamiliar with your organization’s goals for the performance cycle, you are encouraged to speak
with your supervisor.

Job Objectives - By selecting this link you can enter the draft job objectives. Remember, typically
employees have between three and five objectives.

As a best practice, rating officials should share draft job objectives with employees so that there is a
mutual understanding of what is expected of them during the appraisal period.

Overall Rating and Comments - By selecting this link, you can document the end-of-cycle rating and
record your feedback.
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Interim Reviews - By selecting this link, you can document an interim review. Remember, at least one
interim review is required.

Closeout Assessments - By selecting this link, you can document a closeout assessment for an
employee who will no longer be evaluated by you at the end of the appraisal cycle.

Next, five buttons appear on the top and bottom of each page that allow you to do the following:
Cancel: Selecting this button cancels all changes and returns you to the main page.

Save and Continue: Selecting this button saves your changes and allows you to proceed on the same
page.

Transfer to Employee: Selecting this button notifies your employee that the performance plan is ready
for review and comment.

Back and Next: Selecting these buttons brings you to the previous or next step.

Now let’s take a look at the next section of the page. The information in this section carries over
information from step 1, Setup Details.
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Relevant Organizational Mission/Strategic Goals A Refurn to Top -
Highlight Box
k (916 % 100)
\ (%i112; ¥12)

A Return to Top

Job QObjectives A Return to Top
Optional Adjusted Weight Job Objective Contributing Factor  Adjusted Weighted
Weight (%) Rating Impact Rating Rating Delete

® Return to Top

Interim Reviews —
| Create Interim Review |
Details Start Date End Date Initiator Status Update

No data exists.

=Y A

Text Captions

In this section of the page you enter your organizational mission and strategic goals. You may enter
information in two ways: You may manually type the information; or you may “cut and paste” information
from another document.
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Relevant Organizational Mission/Strategic Goals

1-[Jevelop safe, cost-effective engineering solutions for nuclear weapons transportation and security projects.
2. Stiycture internal processes to quickly develop and deploy as-needed engineering solutions.
3. Stregmline and improve processes to deliver world-class safety and occupational health programs.

A Return to Top

Job Objgctives A Return to Top

Add Ohjektive
Jolﬁ?ecﬁve Update Optional Adjusted Weight Job Objective Contributing Factor  Adjusted Weighted
Select Title Status Details Weight (%) Rating Impact Rating Rating Delete
Mo data exists.

Overall Rating and Comments

Overall Rating
Rating Official Assessment

A Return to Top

Interim Reviews A Return to Top

[ Create Interim Review |

Details Start Date End Date Initiator Status Update
No data exists.

=Y A

~
A Return to Top

Text Captions
Next you enter the employee's job objectives by selecting Add Objective. After an objective has been

developed, the summary fields will be auto-populated so that you have a quick status update of each
objective.

Now let's watch Luke add a job objective for Aaron. He starts by selecting Add Objective.
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~
Department of Defense
Y Performance Appraisal Application Home Logout Preferences
COwerview
Add Job Objective
= Indicates required field (Cance| ) ( Save and Continue ) | Apply and Add Anather | Apply )
Placement in Pay Band __————

Currentqsg: Balary 8
Minimum Pag@%@nd@evel ;;Tg;hc

Maximum Fi#il BarfdeDvel 85578

= Job Objective Title
.jlkc-r up to 80 characters)

* Start Date |03-Sep-2006

(example: 19-Aug-2006)
Job Objective Status

Date Last Modified 03-Sep-2006
Job Objective

(Limit to 770 characters)

Text Captions

Notice a few important pieces of information:
First, the salary information is carried forward so that Luke can consider this when establishing job

objectives.

Second, a link to the organization mission and strategic goals is provided for quick reference.

To add an objective, Luke first creates a job objective title. These typically include numbers so that they
sort numerically in lists.
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Department of Defense

Performance Appraisal Application

Add Job Objective

* Indicates required field

Placement in Pay Band

Current Base Salary 81190
Minimum Pay Band Level 38175
Maxirmum Pay Band Level 85578

P> Show Relevant Organizational Mission/Strategic Goals

= Job Objective Title

= Start Date

Job Objective Status

Date Last Modified
Job Objective

Overview

Home Logout Preferences

[ Cancel ) | Save and Continue | | Apply and Add Anather | ( Apply |

(Enter up to 80 characters)

(example: 19-Aug-2008)

03-Sep-2006

(Limit to 770 characters)

Text Captions

To add an objective, Luke first creates a job objective title

sort numerically in lists.

. These typically include numbers so that they
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2 Department of Defense

Performance Appraisal Application

Home Logout Preferences

Overview

Add Job Objective

* Indicates required field

[ Cancel ) | Save and Continue | [ Apply and Add Anather | ( Apply |

Placement in Pay Band

Current Base Salary 81190
Minimum Pay Band Level 38175
Maxirmum FPay Band Level 85578

P> Show Relevant Organizational Mission/Strategic Goals

= Job Objective Title |.J0b Objective 1 - Safety

(Enter up to 80 characters)

~Statpae | ]

(example: 19-4ug-2006)

Job Objective Status

Date Last Modified 03-Sep-2006
Job Objective

(Limit to 770 characters)

Text Captions

Then he enters the start date. Remember that the period of performance must be within the appraisal
period.
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Working Version Job Objective

Contributing Factors

Optional Weight

Job Objective Rating

Contobuting Eactar nnmact

P TIEET TTeT [0 Ve OTETTvE A

(Limit to 2008 characters

[ Technical Prgficiency
[ Critical Thinki

[J Cooperation and Te

[J Communication
[Jcustomer Focus
[JResource Management
[JLeadership

B> Show Additional Information on Contributing Factors

W

B> Show Job Objective Rating

P> Show Performance Indicators

Text Captions

Next Luke enters the job objective. This is the section where the final job objective is documented.

Rating officials and employees are encouraged to use the Working Version Job Objective text box to
develop job objectives and exchange input and feedback.

After this process has been completed, either Luke or Aaron cuts and pastes the language into the Job

Objective text box.

Note that after the job objective has been approved, the information in the Working Version Job
Objective text box is purged. And remember, supervisors are required to have at least one “supervisory”

job objective.
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Working Version Job Objective

Contributing Factors

Optional Weight

Job Objective Rating

P TIEET TTETH 10 VTIE WIDTETTIVE

Promotas—safati/haalth S-WaRpaE e Hrat 8w areme armd- COTmpi r
safety rules and regulations to include Occupational, Safety and Health (OSH)
guidelines. Assists management in the effort to reduce mishaps by 5% per year
with the ultimate goal being zero mishaps. Exhibits safe and responsible behavior
in the workplace taking positive action to report or and eliminate potential hazards.
Complies with requirement to use and wear PPE (Personal Protective Equipment)
for protection and control of identified hazards. Cne failure to report unsafe acts or
conditions or comply with safety rules and regulations during rating period is
allowed |

(Limit to 2000 characters)

[ Technical Proficiency

[ Critical Thinking

[] Cooperation and Teamwork
[J Communication
[Jcustomer Focus
[JResource Management
[JLeadership

B> Show Additional Information on Contributing Factors

P Show Job Objective Rating

P> Show Performance Indicators

Text Captions

Note that after the job objective has been approved, the information in the Working Version Job
Objective text box is purged. And remember, Supervisors are required to have at least one

“supervisory” job objective.

Page 24 of 44




Initiating a Performance Plan

September 12, 2006

Working Version Job Objective

Contributing Factors

Optional Weight

Job Objective Rating

(Limit to 770 characters)

p>leed Help to Write Objectives

n

Promotes safety/health in the workplace through awareness and compliance with
safety rules and regulations to include Occupational, Safety and Health (OSH)
guidelines. Assists management in the effort to reduce mishaps by 5% per year
with the ultimate goal being zero mishaps. Exhibits safe and responsible behavior
in the workplace taking positive action to report or and eliminate potential hazards.
Complies with requirement to use and wear PPE (Personal Protective Equipment)
for protection and control of identified hazards. One failure to report unsafe acts or
conditions or comply with safety rules and regulations during rating period is
allowed

(Limit to 2000 characters)

[ Technical Proficiency

[ Critical Thinking

[] Cooperation and Teamwork
O Communication

[J Customer Focus
[JResource Management
[JLeadership

P Show Additional Information on Contributing Factors

b

Text Captions

Luke wants assistance to develop the job objective, so he selects Need Help to Write Objectives. He
is directed to a series of questions that help him frame an effective job objective.
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(Limit to 770 characters)

¥ Close Help to Write Oltectives

Help to Write Objectives

What is a job objective?

A job objective is an expression of performance expectations in the performance
plan that is linked to the organization's goal(s) and mission(s). Job objectives are
used to communicate major individual, team, and/ar organizational responsibilities
and/or contributions and the related outcomes and accomplishments that are
expected of the employee during the appraisal period. Failure in a job objective will
result in an overall rating of Unacceptable. Under NSPS each eligible employee will
be assigned at least one and generally three to five job objectives. These job
objectives will be commensurate with duties and responsibilities assigned to the
employee and the salary paid to that employee. Job objectives may be weighted to
reflect relative priority of the objectives included in the performance plan. No job
objective may be weighted less than 10 percent. Weighted job objectives must total
100 percent.

What should | consider when writing job objectives?

Depending on the work performed by the employee you should consider the
following questions when developing job objectives. Remember, job objectives
should reflect substantive performance expectations versus individual tasks. Keep
in mind when writing whether the abjective includes a timeframe.

1. Is the objective mission-focused and results-oriented?

2. s the objective specific?

3. Is there a cost consideration?

415 a quantity identified?

5.1s quality a consideration?

6. Is the objective realistic?

Text Captions

When your are done with the help, select Close Help to Write Objectives and you are returned to the
job objective section.
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(Limit to 770 characters)

B> Need Help to Write-Ghjectives

Warking Version Job Objective | promotes/afety/health in the workplace through awareness and compliance with

safety ryles and regulations to include Occupational, Safety and Health (OSH)
guidelifes. Assists management in the effort to reduce mishaps by 5% per year
with tfie ultimate goal being zero mishaps. Exhibits safe and responsible behavior
in the workplace taking positive action to report or and eliminate potential hazards.
Conjplies with requirement to use and wear PPE (Personal Protective Equipment)
for protection and control of identified hazards. One failure to report unsafe acts or
conditions or comply with safety rules and regulations during rating period is
allpwed.

(Ligdit to 2000 characters

Technical Proficiency
Critical Thinking

?gggration and Teamwork
aaEnunication

(PR idither Focus

[JResource Management

[ Leadership

Contributing Factors I—(h

P> Show Additional Information on Contributing Factors

Optional Weight V:

Job Objective Rating

Text Captions

Next, Luke determines the influence of Contributing Factors. This is the section used to select the
appropriate contributing factors for a particular job objective.

Typically one to three contributing factors are selected for each job objective. The contributing factor(s)
must be relevant to the completion of the job objective. There are seven contributing factors.

For this objective, Luke selects two contributing factors.

Cooperation and Teamwork is the first.
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Department of Defense

Performance Appraisal Application

Home Logout Preferences

Overview

Add Job Objective
* Indicates required field [ Cancel ) | Save and Continue ) [ Apply and Add Anather | ( Apply )

Placement in Pay Band

Current Base Salary 81190
Minimum Pay Band Level 38175
Maxirmum Pay Band Level 85578

P> Show Relevant Organizational Mission/Strategic Goals

= Job Objective Title |.J0b Objective 1 - Safety

(Enter up to 80 characters)

= Start Date

(example: 19-Aug-2008)

Job Objective Status

Date Last Modified 03-Sep-2006
Job Objective

(Limit to 770 characters)

Text Captions

Note that the page scrolls to the top after you select each contributing factor, requiring you to scroll
back down to select the next one.

Page 28 of 44



Initiating a Performance Plan

September 12, 2006

Working Version Job Objective

Contributing Factors

Optional Weight

Job Objective Rating

P TIEET TTeT [0 Ve OTETTvE A

Promotes safety/health in the workplace through awareness and compliance with
safety rules and regulations to include Occupational, Safety and Health (OSH)
guidelines. Assists management in the effort to reduce mishaps by 5% per year
with the ultimate goal being zero mishaps. Exhibits safe and responsible behavior
in the workplace taking positive action to report or and eliminate potential hazards.
Complies with requirement to use and wear PPE (Personal Protective Equipment)
for protection and control of identified hazards. One failure to report unsafe acts or
conditions or comply with safety rules and regulations during rating period is
allowed.

(Limit to 2000 characters)

[ITechnical Proficiency

[ Critical Thinking
Cooperation and Teamwaork
Communication

Customer Focus
Resource Management

P> Show Job Objective Rating

B> Show Performance Indicators

Text Captions

Communication.
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P TIEET TTETH 10 VTIE WIDTETTIVE

Warking Version Job Objective |promotes safety/health in the warkplace through awareness and campliance with
safety rules and regulations to include Occupational, Safety and Health (OSH)
guidelines. Assists management in the effort to reduce mishaps by 5% per year
with the ultimate goal being zero mishaps. Exhibits safe and responsible behavior
in the workplace taking positive action to report or and eliminate potential hazards.
Complies with requirement to use and wear PPE (Personal Protective Equipment)
for protection and control of identified hazards. One failure to report unsafe acts or
conditions or comply with safety rules and regulations during rating period is
allowed.

(Limit to 2000 characters)

[ Technical Proficiency

[ Critical Thinking
Cooperation and Teamwaork
Communication
[Jcustomer Focus
[JResource Management
[Leadership

Contributing Factors

P> Show Additional Information on Contributing Factors

Optional Weight “
Job Objective Rating

P> Show Job Objective Rating

B> Show Performance Indicators

Text Captions

Communication.
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Department of Defense

Performance Appraisal Application

Add Job Objective

= |ndicates required field

Placement in Pay Band

Current Base Salary 81190
Minimum Pay Band Level 38175
Maxirmum FPay Band Level 85578

P> Show Relevant Organizational Mission/Strategic Goals

= Job Objective Title

* Start Date

Job Objective Status

Date Last Modified
Job Objective

Home Logout Preferences

[ Cancel ) | Save and Continue | | Apply and Add Another | ( Apply |

\Job Objective 1 - Safety

(Enter up to &0 characters)

03-Sep-2006

(example: 19-Aug-2006)

03-Sep-2006

(Limit to 770 characters)

Text Captions

Communication.
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P TIEET TTeT [0 Ve OTETTvE A

Warking Version Job Objective  |Promotes safety/health in the workplace through awareness and compliance with
safety rules and regulations to include Occupational, Safety and Health (OSH)
guidelines. Assists management in the effort to reduce mishaps by 5% per year
with the ultimate goal being zero mishaps. Exhibits safe and responsible behavior
in the workplace taking positive action to report or and eliminate potential hazards.
Complies with requirement to use and wear PPE (Personal Protective Equipment)
for protection and control of identified hazards. One failure to report unsafe acts or
conditions or comply with safety rules and regulations during rating period is
allowed.

(Limit to 2000 characters)

[ Technical Proficiency

[ Critical Thinking
Cooperation and Teamwaork
Communication

[ Customer Focus
[JResource Management
[JLeadership

Contributing Factors

P Show Additional Information on Contributing Factors

Optional Weight hd
Job Objective Rating

P Show Job Objective Rating

P> Show Performance Indicators

Text Captions

Luke wants additional assistance with determining whether a contributing factor is appropriate. He
selects Show Additional Information on Contributing Factors. He is directed to a series of questions
that help him choose contributing factors.
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P TIEET TTETH 10 VTIE WIDTETTIVE

Woarking Version Job Objective |promotes safety/health in the warkplace through awareness and compliance with

safety rules and regulations to include Occupational, Safety and Health (OSH)
guidelines. Assists management in the effort to reduce mishaps by 5% per year
with the ultimate goal being zero mishaps. Exhibits safe and responsible behavior
in the workplace taking positive action to report or and eliminate potential hazards.
Complies with requirement to use and wear PPE (Personal Protective Equipment)
for protection and control of identified hazards. Cne failure to report unsafe acts or
conditions or comply with safety rules and regulations during rating period is
allowed.

(Limit to 2000 characters)

[ Technical Proficiency

[ Critical Thinking
Cooperation and Teamwork
Communication

[ Customer Focus

Contributing Factors

[JResource Management
[JLeadership

¥ Close Additional Infcrmaﬂatﬁn Contributing Factors

Additional Information on Contributing Factors

What are contributing factors?

Aftributes of job performance that are significant to the accomplishment of individual
job objectives. Individual contributing factors are further defined by "wark behaviors"
and "benchmark descriptors.”

How do | select the appropriate contributing factors?
When selecting the contributing factors for each job objective, the supervisor should
only select those that add sufficient assessment information to impact a particular

Text Captions

When done, he selects Close Additional Information on Contributing Factors to return to the
contributing factor section. Remember, the Leadership contributing factor must be selected for a
supervisory job objective.
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P TIEET TTeT [0 Ve OTETTvE A

Warking Version Job Objective |promotes safety/health in the warkplace through awareness and campliance with
safety rules and regulations to include Occupational, Safety and Health (OSH)
guidelines. Assists management in the effort to reduce mishaps by 5% per year
with the ultimate goal being zero mishaps. Exhibits safe and responsible behavior
in the workplace taking positive action to report or and eliminate potential hazards.
Complies with requirement to use and wear PPE (Personal Protective Equipment)
for protection and control of identified hazards. One failure to report unsafe acts or
conditions or comply with safety rules and regulations during rating period is
allowed.

(Limit to 2000 characters)

[ Technical Proficiency

[ Critical Thinking
Cooperation and Teamwaork
Communication
[Jcustomer Focus
[JResource Management
[Leadership

Contributing Factors

B> Show Additional Inform atior-e
Optional Weight “
Job Objective Rating

B> Show Job Objective Rating

B> Show Performance Indicators

Text Captions

When done, he selects Close Additional Information on Contributing Factors to return to the
contributing factor section. Remember, the Leadership contributing factor must be selected for a
supervisory job objective.
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[JTechnical Proficiency

[ Critical Thinking
Cooperation and Teamwork
Communication

[J Customer Focus
[JResource Management
[JLeadership

Contributing Factors

P> Show Additional Information on Contributing Factors

Highlight Eo

Optional Vil&ightd3) W
(307 1 BEY

Job Objective Rating

B> Show Job Objective Rating

P Show Performance Indicators

Contributing Factor Impact he

P> Show Contributing Factor Impact

B> Show Additional Information on Contributing Factor Impact

Adjusted Rating
Adjusted Weight

Weighted Rating (If Used)

Higtdi M samisweresatinue ] | Applwm_ﬁ@:ﬂ@&nother]l Apstr i

Text Captions

Determine the weight of a job objective — Weighting job objectives is optional and may only be identified
by the rating official. If weighting is used, the total for all job objectives must equal 100 percent.

No job objective may be weighted less than 10 percent and weights must be made in increments of 5
percent. For the purpose of this demonstration, the job objective is not weighted.

Luke has completed entering the job objective and the associated contributing factors. At this stage he
may do the following:

Cancel

Save and Continue
Apply and Add Another
or Apply.

For the purpose of this overview, he selects Apply.
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2 Department of Defense

Performance Appraisal Application

Home Logout Preferences

Setup Details  Owverview  Review

W Setup & Relevant Organizational & Job & Qverall Rating and ) Interim o Closeout
Details Mission/Strategic Goals Objectives Comments Reviews Assessments

Create Performance Plan: Overview

[ Cancel ) | Sawve and Continue | [ Transferto Employee ) | Elacl_cl Step 2 of 3 Neyﬁ

Employee Mame Aaron Hollis Crganization CIVILIAN PERSONNEL
MANAGEMENT SERVICE DD48H50000
01
Puosition  10000.GENERAL Location Rosslyn, US
ENGINEER.T3210.DD48.APFPR
Occupational Code 0801.Engineering (NSPS) Pay Plan/Pay Band YD-02
Employee Mumber 36646
Work Schedule Full-Time Assignment Status Active Appointment
Pay Pool ID

Placement in Pay Band

Current Base Salary 81190
Minimum Pay Band Level 38175
Maximum Pay Band Level 85578

Setup Details

® Return o Top

Initiator Maggelon, Luke Rating Official Maggelon, Luke
Appraisal Type Annual Appraisal - NSP5S Performance Plan Approval Date
Rating Cycle Start Date  01-Oct-2006
Rating Cycle End Date  30-Sep-2007

Text Captions

Selecting Apply returns Luke to the Overview page. From here, he can continue to step 3, Review, by
selecting Next.
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Department of Defense

Performance Appraisal Application

Home Logout Preferences

Setup Details ~ Overview  Review

Create Performance Plan: Review

[ Cancel | ( Save and Continue ) | Transferto Employee | | Elachl Step 3 of 3 [_Apply

Employee Mame Aaron Hollis Organization CIVILIAN PERSONNEL
MANAGEMENT SERVICE DD48H50000
01
Puosition 10000.GENERAL Location Rosslyn, US
ENGINEER.73210.DD48.APPR
Occupational Code 0801.Engineering (NSPS) Pay Plan/Pay Band YD-02

Employee Mumber 36646

Work Schedule  Full-Time Assignment Status Active Appointment
Pay Pool ID

To make changes to the appraisal, click Back.

Setup Details

Initiator Maggelon, Luke Rating Official Maggelon, Luke
Appraisal Type Annual Appraisal - NSPS Performance Plan Approval Date
Rating Cycle Start Date  01-Oct-2006
Rating Cycle End Date  30-Sep-2007

Relevant Organizational Mission/Strategic Goals & Return to Top

1. Develop safe, cost-effective engineering solutions for nuclear weapons transportation and security projects.
2. Structure internal processes to quickly develop and deploy as-needed engineering solutions.
3. Streamline and improve processes to deliver world-class safety and occupational health programs.

Text Captions

During the Review step, Luke reviews the performance plan for accuracy. Please note that in the
Review step, information may not be updated or edited.
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Pay Pool ID
To make changes to the appraisal, click Back.

Setup Details

Appraisal Type Annual Appraisal - NSPS Performance Plan Approval Date
Rating Cycle Start Date  01-Oct-2006
Rating Cycle End Date  30-Sep-2007

Relevant Organizational Mission/Strategic Goals

VVOTE SChedure FUOm-TTme ASSIONIMENT STatls  ACUVE APPOIMUTENT

Initiator Maggelon, Luke Rating Official Maggelon, Luke

A Return to Tap

1. Develop safe, cost-effective engineering solutions for nuclear weapons transportation and security projects.
2. Structure internal processes to quickly develop and deploy as-needed engineering solutions.
3. Streamline and improve processes to deliver world-class safety and occupational health programs.

Job Objectives

Show All Details | Hide All Details

Optional Adjusted Job Objective Contributing Factor Adjusted
Details Job Objective Title Status Weight Weight Rating Impact Rating
B Show Job Objective 1 - PEMNDING
Safety

Self-Assessment

Rating of Record and Comments

A Return to Top

Weighted
Rating

A Return to Top

@A Return to Top

Rating of Record
Rating Official Assessment

Text Captions

Also note that the Review step carries over information from steps 1 and 2.

To view a job objective, Luke selects Show and the job objective is displayed.
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TVOTK, SChedue FOl-TIme ASSIINITENT STals  ACOVE APPOTNIMENT
Pay Pool ID
To make changes to the appraisal, click Back.

Setup Details

Initiator Maggelon, Luke Rating Official Maggelon, Luke
Appraisal Type Annual Appraisal - NSPS Performance Plan Approval Date
Rating Cycle Start Date  01-Oct-2006
Rating Cycle End Date  30-Sep-2007

Relevant Organizational Mission/Strategic Goals A Return to Top

1. Develop safe, cost-effective engineering solutions for nuclear weapons transportation and security projects.
2. Structure internal processes to quickly develop and deploy as-needed engineering solutions.
3. Streamline and improve processes to deliver world-class safety and occupational health programs.

Job Objectives A Return to Top
Show All Details | Hide All Details
Optional Adjusted Job Objective Contributing Factor Adjusted
Details Job Objective Title Status Weight Weight Rating Impact Rating Weighted Rating
7&%Job Ohjective 1 - PENDING
Safety

Job Objective

Working Version Job Objective  Promotes safety/health in the workplace through awareness and compliance with safety rules and regulations to
include Occupational, Safety and Health (OSH) guidelines. Assists management in the effort to reduce mishaps by 5%
per year with the ultimate goal being zero mishaps. Exhibits safe and responsible behavior in the workplace taking
positive action to report or and eliminate potential hazards. Complies with requirement to use and wear PPE
(Personal Protective Equipment) for protection and control of identified hazards. One failure to report unsafe acts or
conditions or comply with safety rules and regulations during rating period is allowed.

Contributing Factors Cooperation and Teamwork, Communication,

Last Modified Date  03-5ep-2006

__Emnloves Self-Accpcemant A Ratum o Ton

Text Captions

To return to the review screen, he selects Hide and the information is collapsed.
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Rating Cycle Start Date  01-Oct-2006
Rating Cycle End Date  30-Sep-2007

Relevant Organizational Mission/Strategic Goals

1. Develop safe, cost-effective engineering solutions for nuclear weapons transportation and security projects.
2. Structure internal processes to quickly develop and deploy as-needed engineering solutions.
3. Streamline and improve processes to deliver world-class safety and occupational health programs.

Job Objectives

Show All Details | Hide All Details

Details Job Objective Title Status Weight Weight Rating Impact
B> Show Job Objective 1 - PENDING
Safety

Employee Self-Assessment

Rating of Record and Comments

Rating of Record
Rating Official Assessment

(Caneel ) ( Save and Continue | ( Transferta

Optional Adjusted Job Objective Contributing Factor

Appraisal Type Annual Appraisal - NSPS Performance Plan Approval Date

Adjusted
Rating

A Return to Top

A Return to Top

Weighted
Rating

A Return to Top

A Return to Top

| Back|

Home | Logout | Preferences

Copyright 2000-2004 Oracle Corporation. All rights reserved.

E}Iweej

Step 3 of 3 (Apply )

Oracle Privacy Statement

W

Text Captions

To update information, he selects the Back button to return to step 2, Overview, and follows the same

process detailed under step 2 to update or edit information.

At this point, Luke is ready to transfer the performance plan to Aaron for review and comment. Keep in

mind that the transfer can occur at any time during the performance cycle.

He selects Transfer to Employee.
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Home Logout Preferences
A ——

Share Appraisal Details with Employee
[ Cancel ) [ Submit )
Details to be Shared with Employee

Select appraisal components completed by the rating official to share with the employee.
[¥] Objective Ratings and Comments

Employee Permissions
Indicate whether the employee can update plan/appraisal.
[¥] Update Plan/Appraisal

Motification Message to Employee
Enter your message, and click Submit to share the appraisal with the employee.

("Cancel | [ Submit )

Home | Logout | Preferences
Copyright 2000-2004 Oracle Corpdtaiign. All rights reserved. Oracle Privacy Statement

Text Captions

He enters his comments to Aaron under Notification Message to Employee. The message will appear
in Aaron's notification under the Notifications tab.
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Home Logout Preferences

Share Appraisal Details with Employee

(Cancel ) (& imit )|
Details to be Shared with Employee

Select appraisal components completed by the rating official to share with the employee.
[“] Objective Ratings and Camments

Employee Permissions

Indicate whether the employee can update plan/appraisal.
[¥] Update Plan/Appraisal

Motification Message to Employee
Enter your message, and click Submit to share the appraisal with the employee.

("Cancel | [ Submit )

Home | Logout | Preferences

Copyright 2000-2004 Oracle Corporation. All rights reserved. Oracle Privacy Statement

Text Captions

He enters his comments to Aaron under Notification Message to Employee. The message will appear
in Aaron's notification under the Notifcation tab.

When Luke is finished, he selects Submit, and the plan is transferred.
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Department of Defense Home Loal Preferences Help
Performance Appraisal Application —— : .
I otifications ST T
Raﬁnl:l Mfirial
Confirmation Highlight Box
8= ek - Te]
The appraisal has been transferred to the employee. {18 :90)
Performance Management As ﬁating official
| Wiew All Appraisals By Employee |
Plans/Appraisals in Progress
Create | Performance Plan | _Seo )
Initiator |Empl|}yee Appraisal Effective Date |Status |Panicipatil}n Status | Details _Appraise  Delete Print
Maggelon, Luke Hollis, Aaron 01-Jan-2008 I TFranzfaesd I Open Highlight Biox L] c.[;
Maggelon, Luke Zeigler, Adam 01-Jan-2008 Transferred Open ]]]'m Q[;
Completed Plans/Appraisals
Please enter your search criteria and select the "Go" button to see the result. Note that the search is case insensitive.
Employee | s
Last Name, Title First Name
Appraisal Effective Date I:I
(example: 19-4ug-2008)
Appraisal Type | Vl
[ [Bo | [ Clear )
Employee Appraisal Effective Date Rating Cycle Start Date Rating Cycle End Date Appraisal Type Details Delete
No data exists.
[ Wiew All Appraisals By Employes

Text Captions

Under Confirmation, a note is given to indicate that the plan has been successfully transferred.

Note that the status shows “Transferred,” and the Appraise Pencil icon is no longer highlighted,
because the ownership of the plan has been transferred from Luke to Aaron.

Here's a tip: it is a good idea to send your employee an e-mail to let him or her know that the plan has
been transferred for his or her review.

As a rating official, Luke has completed the performance planning process until Aaron reviews the plan
and provides feedback. Luke selects Logout to end the session.
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OFFICIAL U.5. GOVERNMENT SYSTEM FOR AUTHORIZED USE ONLY
# % # WARNING * * * WARNING * * # WARNING * # * WARNING *# * #
Unauthorized access to this US Government computer system and software is prohibited by Title 18, US Code,
Section 1030, "Fraud and Related Activity in connection with Computers.” Unauthorized use is a felony, which is
punishable by a 310,000 fine and up to ten years in jail. Do not discuss, enter, transfer, process, of transmit data of
greater sensitivity than sensitive-unclassified. Using this system constitutes consent to security testing and
menitoring.

Privacy Act Statement

Authorities: 5 USC 301, Department Regulations; Title 3, USC Chapters 11, 13, 20, 31, 33, 41, 43, 31, 53, 55, 61,
63, 72, 73, 83, and 99; and Executive Order 9397,
Purposes: * To aothenticate the identity of individuals seeking access to their personnel data for purposes of

ensuring that only autherized persons may process applications and view data pertaining to them.
* To permit authorized individuals to view their data for purpose of verifying its accuracy and to
update the data when it is not current or is inaccurate.

* To andit user access to ensure that access is only granted to users that are anthorized access to the
information.

Routine Uses: To a Federal, state, or local agency, as necessary and when the intended disclosure is for a purpose
compatible with the purpose for which the information was collected. on personnel and related matters
involving the individual about whem the information pertains.

Disclosure:  Voluntary. Failurs to provide the requestad information will result in a delay or termination of your
request. If your request is terminated, you will not be abla to view and verify your data and you will
not be able to update your data via this website.

2 o
User Name | |
ORACLE" Password | |
E-BUSINESS SUITE Connect |

Forgot vour password?

Text Captions

As a rating official, Luke has completed the performance planning process until Aaron reviews the plan
and provides feedback. Luke selects Logout to end the session.
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